DEPARTMENT OF PERSONNEL & ADMINISTRATION ARCHIVES NO.
STATE ARCHIVES AND PUBLIC RECORDS 0B-34.
RECORDS DISPOSITION SCHEDULE

DEPARTMENT | DIVISION T SECTION
; PERMANENT !

xecutive Director’s Office External Affairs s . =

Public Health & Environment

MON-PERMANENT

FTEM NG DESCRIPTION RETENTION PERIOD SPECIAL INSTRUCTIONS

1 l.egisiative Records: Records Retain until administrative
created for the purpose of proposing | need ends.

legistation. Contains:
correspondence, memoranda,
research information on preposed
iegistation, fiscat notes, summaries,
impact statements, and other
information documenting the
proposed legisiation.

2 Personnel Files Transfer to CDPHE Human
Reasources after separation
or retirement.

3 Generat Correspondence Retain for (1) year and then
destroy.

No record shall be destroyed
that pertains to any pending
fegal case, claim, action, or
audit.

i rwt ) -'wpmm of the above records ¢ tHsposition schedude, Retention periods have been cstablished by this cmmu after careful evaluation of 2l of the
factors Hsted in the State Records Management Policies and Procedures Manual, | hereby cortify that T am avthorized 10 act for the head of this agency 5
matiers peraining o disposal of records. T also certity that Twdll comply with all condations listed in the Recards Management Policies and Procedures
Manual.
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